PEAKING AS an athletic trainer, it seems that the paperwork necessary to get the job done grows every year. The piles of documents and forms that are created can get overwhelming at times. Beyond the simple act of creating the forms necessary to capture essential information, it can become a difficult and timeconsuming task to put that information into a useable format after it is retrieved, if it is retrieved. As athletic trainers we are constantly using forms to collect various types of information (e.g., preparticipation physical-examination data, athletic training student evaluations). One would think that with the technology available today we would be able to streamline this process and minimize the workload. Adobe Acrobat® it is a tool that can help with this process.
This column will discuss a feature built into Adobe Acrobat Pro® that allows conversion from existing paper and electronic forms and then addition of portable document format (PDF) form fields. Creating a PDF form from an existing form keeps the look and feel of the familiar paper document and saves the effort of recreating the form. Forms can have text boxes, buttons, check boxes, combo boxes, list boxes, radio buttons, and signature fields. This column will even discuss how these forms can be distributed and returned via e-mail and the returned information entered into a database or spreadsheet. This alone can save hours of data entry and minimize data-entry errors, not to mention avoiding the likelihood of receiving illegible information.
Let's examine how this process would work in a hypothetical situation. Suppose a clinical coordinator (CC) in an athletic training education program wants to figure out a way to have approved clinical instructors (ACIs) evaluate their athletic training students using a specific form. How can the CC avoid having to spend the time to enter evaluation information into a spreadsheet, database, or other format? Using Adobe Acrobat Pro, this task can be accomplished in four relatively simple steps: (a) create or modify your form, (b) distribute this form via e-mail, (c) the ACI enters information into the form and hits the submit button, and (d) e-mail from the ACI is sent to the CC and Acrobat Pro puts the information into a spreadsheet to work with at a later date.
One consideration of this project is the cost to purchase new software for all of the ACIs. What is so wonderful about this system is that ACIs will only need Adobe Reader® to be capable of completing the forms, and Adobe Reader is free. Most likely, ACIs already have the necessary software installed on their computers. The software necessary to create the interactive form, Adobe Acrobat Pro, is available for less than $200. 2). The choices are to either create a new form from scratch or import another form saved as a PDF or a Word® document. Assuming the desire is to import a form already created, select the option "Import a Word Document" and click the "Next" button.
Creating or Importing Your Form
The next step prompts selection of the file to be imported. This process involves browsing for the form document on your computer just as you would to open the file in Word® (Figure 3) . Once the proper form is identified for importing, click the Next button to move on to Step 3. At this point Designer® needs to know how to have the form returned. Several options are presented, including having the form completed electronically and either submitted electronically or printed and submitted via postal mail. For this example, we will capitalize on the electronic data-return capabilities and choose to only provide for electronic completion and return as the option available to ACIs. Choose the "Fill and Submit" selection before clicking on the "Next" button.
The last step before importing the form is to indicate where the information should be returned. An e-mail address of the person who is to obtain the completed forms should be placed in the box provided prior to clicking on the button labeled "Finish." In this example the e-mail address will be where the data from the form will be sent when the ACI completes the evaluation of the student (Figure 4 ).
Inserting PDF Form Fields
Once Adobe Designer finishes importing the document, it will have identified various sections of the form, such as text areas and graphics, as well as having inserting a "Submit" button onto the form ( Figure 5 ). At this point, the form has very little interactivity and collects no information. The next step is to insert PDF form fields into the document in the locations where the ACI would normally check off a particular selection or fill in a comment box. The PDF Form Field options are listed on the right side of the screen and can simply be dragged and dropped onto the form in the appropriate locations.
Perhaps the original form required the ACI to place a check mark next to the proficiency level that the student had demonstrated for a particular skill. If it is desired that the ACI only make one selection regarding that skill, use a radio button for each level of proficiency. This will force the ACI to select only one level for each skill. The radio buttons for a given skill are related together in Designer and automatically provide a numerical value. This number will be what 
